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How to Request a Duplicate Registration 

 

Go to http://www.dcjs.virginia.gov/rocs/Login.aspx. 

 

You must have first registered in the system before you can login.  If you have not registered, please see instructions on 

“how to register.” 

 

 
 

 

 

http://www.dcjs.virginia.gov/rocs/Login.aspx
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Enter user id and password.   
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Then click the “login” button. 
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When you have successfully logged in, you will see the licensing homepage with your name and address. 
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Left side menu choices: 

1. Initial application: to submit an initial application. 

2. Renew license: to renew a credential that is about to expire. 

3. Duplicate license:  request a replacement for a license that was lost. 

4. Demographics update: change YOUR personal address. 

5. License address change: for businesses and schools only. DO NOT USE!!! 

6. Manage categories: to see categories on your registration—to include firearms—and to add categories. 

7. Cart: to checkout. 

8. Logout: to exit the system. 
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Click “duplicate license” button on left menu. 
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You will then see all licenses that you can request duplicates for. 
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Click “continue” next to the license you wish to request a duplicate for. 
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“Document type” and “reason for request” are already selected for you (currently, there aren’t other choices).  
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Fill out quantity requested then click the “add” button. 
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Your selection will appear in the “documents requested” box.   
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Click the “pay fees” button.
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It will take you directly to the payment screen. Fill out the billing address information.
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Then fill out credit card information. 
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When finished, click the “submit” button.
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It will take several seconds to process the payment. 
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You will then see the amount as well as you account number as ##**********####.  You must type in your expiration 

again as MMYY.  Click the “process” button when finished. 
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View and print your receipt.   

 


